How to Create Your Student Profile in CHRTAS

To begin, click Create/Update Student Profile.
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sining Application System - CHRTAS

If you have a Social Security Number (SSN),
then insert.

If you are a Local National, you must insert your
LN Employee Contract Number (ECN). This
website instructs you how to look up your ECN in
the automated civilian database:
www.chra.eur.army.mil/modern/guides.htm.
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A\ Click LOGON.

. x
Is your SSN or ECN and Date of Birth
(DOB) correct? If so, click OK. ? ) SSNIDOE Yerification

You have entered -
SEMN: 123-12-1254
DoE: Jan 1, 1925

Is wour SSM & DOE correck?

4+ QK Cancel




Civilian Human Resaource Training Application System -
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CHRTAS Application System

Welcome to the Civilian Human Rescurce Training Application
System (CHRTAS)

Component is re-displayed.
Click Continue.

18 organization

Army

Selecting the wrong organization may adwersely affect
your application{s) for training.

If your selection is incorrect,

Press the 'Go Back' button to correct your selection.
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Verify/Enter CHRTAS Information

CHRTAS Info:

SSH: 1234F3573  Last Hame: [Schmit First Hame: [Her| m: [ris v
Gender: |Male 'l Date of Birth: |Jun '”03 '”194? 'l

Home Street: IMustersirasse City: IMannheim State: I ﬂ ZIP: |58239 I

Disabilities: IND VI Special Requirements: IPIease select a Special Reguirement if Disabled;l

Enter requested information. Use
TAB to move from block to block.

Preferred Hame for Hame Tag: IKarI Intern: IN-"A =l
Are you a Local Hational 2 (LH): | &3 ™ Are you Hon-Appropriated Funded ? (HAF): |Mo =
Will ACTEDS funds be used for your travel and/or perdiem? INDt Applicable 'l

FOR MILITARY MEMBERS: Select Rank

Rank: ﬂ

Officer Branch: I ;I J

FOR CIVILIAN EMPLOYEES: Select an entry for your Pay Plan, Job Series, and Pay Grade, e.g., G5-0334-13
FOR CONMTRACTORS: Select Cl as your Pay Plan, 0CON as your Job Series and 11 as your Pay Grade. A” L N em ployees

PayPlan: || -NON-US MLITARY OR CVIUAN =] Job Series: [Pl [Click on hyperink for tsbls] Pay Grade: ¢ =] @ Py Plan click on F
[Emergency PoC Contactinfe: Pay Grade click on FC
Last Hame: ISchm'rt't First Hame: IUte MI: INIAj

|prone: [oss 2ty 1 Use drop-down menu to choose

your series.

Office Symbol: IAEAGA-C

Major Command (MACOM): IQBTH SUPPORT GROUP, MILITARY COMMUNITY HEIDELBERG (EC) ;I

Installation: |2BTH AREA SUPPORT GROUP - HEIDELBER j

Organization Address: ICHRA-E.HRDD City: IAPO State: IAE = am Iggmg B
Country: | GERMANY |

Phone: [043 . [621  _ [123458

psH: [375 - 1224 Fax: [049 - ez - |22z

Are you a supervisor? | Yes ¥ | (If =0, please complete the tems below)
» How many employees do you supervise 7 |4-1 ul 'I

¥ Length of time in current position? I1 ul wear{s) I month{s)

® Total length of time in a supervisory position? |12 wear(s) |3 month(s)

Important! Since CHRTAS uses email to notify students, ensure you enter your correct email address.
If it i= not entered correctly, vou will not ke informed about your enrolliment .

Email: [mustermann@us army mil <= Use your mllltary email address.

Hame: [John Doe Phone: [049 _ ez _ |553333 DSH:

Important! Please ensure you enter your nominating supetvisor's correct email ac

If the address is entered incorrectly, your application will not be processed. IS the emall add reSS Of your Su perVISor COI’reCt? The appllcatlon
IJ%

Email: [iohn. doe@us army ,mil|

will be automatically sent to your supervisor for approval.

Hote: CHRTAS allows for either one or two Supervisors inthe Training Spproval Process. Follow your local policy swhen idertifying appropriste

Important! If your Mominasting Supervisor and Approving Supervisor are the sams - just complete the nc
blank.

, Last Step: Click Create/Update
emait: | CREATEUPDATE CHRTAS RECORD CHRTAS Record.




